JOB AID

RECRUIT & SELECTION PROCESS

DELEGATED EXAMINING UNIT (DEU) CASE SAMPLE

HR SPECIALIST

1. HR Specialist initiates RECRUITMENT & SELECTION action input sheet.

DHESMATIONAL INSTITJTES OF HEALTH

0 ? Office of
/ Human Resources

Pzrners in Science

HRA/Rep Checks (EHRP) Request

TRANSACTION INFORMATION * Required fields
Action Type* Date SF-52 Recv'd  Date Entered
Recruitment igelestion ~ [l oo orz004

Administrative Code?* Institute/C enter Organization Initials Proposed Effective Date*

HR Assistant* Porter, Sharon hd| HR Specialist* Porter, Sharon - HR SPA* FPorer, Sharon -

pate iitiated/Sent [ e intizedsent [N Priority
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Employee ID First Name Mi Last Name

Paosition Title Pay Plan Series Grade  Step Pay Band Pay Cluster

N - T T ) S -
Position Number _ Joh Code _ CAN*
THK Number* pasesaiary || rotaisatary |||
Certificate Type

NEW POSITION INFORMATION (Cormplete for any action where the Position Title, Series or Grade has chanoed, e.0. Career Change.)

Hew Pay Hew Hew Hew Hew Pay Hew Pay
Plan Series Grade Step Band Cluster

ORIENTATION INFORMATION
L CSD Orientation _
Fingerprints
Reguired [ =
COMMENTS

Comments/Status

Hew Position Title

Vice Jane Frank

Orientation Contact _
Phone Humber

Hire Type




2. HR Specialist selects “Submit to Subprocess” and clicks on Eﬂ’ to end the “Initiate Action”
process and retrieve the “Recruitment & Selection” input sheet.

ISuI:umiI: ko Subprocess j Q{b
I

An automatic email notice that the Recruit & Selection action has been received in HR is sent
to the addressee(s) shown in the AO’s Email Address field of the input sheet, for example:

™ WiTS - Receipt of Action - Recruit -0l x

JEiIe Edit Miew Insert Formak Tools Actions Help

JE&E&pIy|@REpIytDAH|k§FDrﬂard|§ | E¢| L4 ||:B > | *> - ¥ - éﬁ\_ﬂ @ -

From: spdFe@nib, goy Sent: Fri9f10/z2004 1:32 PM
To: spdFe@nih. gov
Zc spdFe@nib. goy; spdTe@nib, gov

Subject:  WATS - Receipt of Ackion - Recruitment [Selection

Your action #3827, HMAWA OHE, for has been recetved n the Human Besources Office. You wll

be notified if additional information 15 needed to proceed. You wall also be notified when the action has
been completed.

IFyou'd ke more mformation on the Workdlow mformation Tracking Systems (WiLS), please refer to
the Office of Hutnan Eesource's e-HE web site at: httpfehr. o d nth. gowiwits/default htm,

3. HR Specialist receives e-mail or WiTS pop-up window notification that a new workitem has
been received.

L BizFlow Notif =01 x|
(@@ Mew ‘Workltem has arteed!

Frocess iz Recruit & Selection Process
Activity iz HR Specialist Announces Joblszues Cert
Imitigtor iz Parter

Title iz HR 5 pecializt

Organizational Unit iz HRC-Betheszda

| Index: 1 | Tatal: 1

B m| @ % & x|




4. HR Specialist opens Recruit & Selection action to retrieve the two-page input sheet. From

Page 1, click on X to open Page 2.
T [Jzh] @& F G P e S

DHHS/MNATIOMAL INETITUTEE OF HEALTH

0 Office of
/ I luman Resources

Partrers in Science

HR Specialist Announces Jobllssues Cert/iSele

TRANSACTION INFORMATION * Required fields
WiTS # A0's Email Address® Action Type* Date SF-52 Becw'd  Date Entered
3827 spd7e@nih.goy Recruittment /Selection |l 09/ 02004 09/ 0/2004 13:24:08

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

HR Assistant* Parter, Sharon = | QR BN 0 Porter, Sharon HR SPA* Forter, Sharon

Date Initiated Sent  RU=RRTREIER bR vy Date InitiatedSent Prionty High j
Date Returned to 1O Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION

Em)lee 1D First Name Mi L ast Name

Puosition Title Pay Plan Series Grade Step Pay Band Pay Cluster

Eoogist _________Jos oo J W Sf ] S

Position Number Joh Code CAN* agsaesea
TH Numhber* Base Salary Total Salary

Cerificate Type*

NEW POSITION INFORMATIOMN (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

Hew Pay HNew Hew Hew HNew Pay New Pay
Plan Series Grade Step Band Cluster

Hew Position Title

Hew Base Salary _ NewTutaISaIary_ Vice Jane Frank

ORIENTATION INFORMATION

CSD Orientation Orentation Contact
Contact Phone Humber
Orientxon Date Duty Station
Fingerprints
Required
COMMENTS

CommentsiStatus

Orientation

Hire Type




Recruit & Selection section of the input sheet.

ATIOMAL INSTITUTES OF HEALTH

Office of

O]

Human Resonrecs

PM.’&S in Science

RECRUIT AND SELECTION

Advertise Joh*

Ann Number

Date Ann QOpened

Date Ann Closed

Date to Select. Official
Selection D ate

Date Selection Rec'd in HR
Type of Selection
Selection Type

Joh Offer Date

Joh Offer Response Date
SF-75 Info Bequired
Date SF-74 Info Reqst'd
Date SF-75 Info Rec'd
NTE Date

Date Pre-Recruit Form Sent

6. Click “Partially Save” I:a, button to save this partial information and close the workitem.

a Recruit & Selection Process - HR Speciaiist Announces Job/Issues Cert/Selection Rec'd - Microsofk Inks

|send to HRA
|

=

RecrLIitkand Selection |

3%
g

Readvertise Job

DEU Cert Number

Date DEU Cert Reqgst'd
DEU Request Numher
Date DEU Cert Issued
Date DEU to Select. Official
DEU Selection Date
Date DEU Cert Ret'd
DEU Cancellation Date
Cancellation Date

Date QH Cert Issued
EOD Date
Multidisciplinary Pos.
NIH 2028 Req. for Travel
Date of HR. Auth. of 2028

D ate Pre-Recruit Form Rov'd

fNo—Z

5. On Page 2, HR Specialist completes the relevant pre-announcement data fields in the

* Required fields

o _Cal
=

08082008

_

13 2|0 0||5aS X




7. When vacancy announcement is posted, HR Specialist opens Recruit & Selection action to

retrieve and update page 2 of the input sheet. From Page 1, click on > to open Page 2.

IMPORTANT: Immediately click on the “Enable Editing” E'h button, making
sure that the button is selected as shown in screenshot number 8 below.

8. HR Specialist updates input sheet by completing the relevant vacancy announcement data
fields.

Erra— A Y W=l AN ) 0@

Recruit and Selection

A Wap] & & FG Y e g

DHHS/MAT O\JA%NS'HTLTEE OF HEALTH

0 Office of
/ Human Resources

Fartrers in Science

RECRUIT AND SELECTION * Required fields

Advertise Joh* Readvertise Job

HHE/NIH-2004-8388
09152004

0972912004

DEU Cert Humber
Date DEU Cert Regst'd
DEU Request Humber
Date DEU Cert Issued

Ann Number

Date Ann Opened

Date Ann Closed

Date to Select. Official

Date DEU to Select. Official
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancellation Date

Selection D ate
Date Selection Rec'd in HR
Tyne of Selection

Selection Type

Jobh Offer Date

Joh Offer Response Date
SF-75 Info Required
Date SF-75 Info Reqst'd
Date SF-75 Info Rec’d
NTE Date

Date Pre-Recruit Form Sent

0i0vizn0n4

Cancellation D ae
Date QH Cert Issued

EOD Date

Multidisciplinary Pos.

NIH 2028 Req. for Travel

Date of HR Auth. of 2028

Date Pre-Recruit Form Rov'd  ENiEeiE]

9. Click “Partially Save” I} button to save this partial information and close the workitem.

a Recruit & Selection Process - HR Speaaist Announces Job/Issues Cert/Selection Rec'd - Microsoft Inkte

@ ¢ 2|0 O[5 3 X

RecrLIitkand Seleckion |

|send to HRA
|




10. When certificate is issued, HR Specialist opens Recruit & Selection action to retrieve and

update page 2 of the input sheet. From Page 1, click on ) to open Page 2.

IMPORTANT: Immediately click on the “Enable Editing” E'h button, making
sure that the button is selected as shown in screenshot number 11 below.

11. Update input sheet by completing relevant DEU certificate data fields.

|send to HRa
1

Recruit and Selection

Office of

ad

Advertise Joh*

Ann Number

Date Ann Opened

Date Ann Closed

Date to Select. Official
Selection Date

Date Selection Rec'd in HR
Type of Selection
Selection Type

Job Offer Date

Job Offer Response Date
SF -75 Info Required
Date SF-75 Info Reqst'd
Date SF-75 Info Rec'd
NTE Date

Date Pre-Recruit Form Sent

I B E¢&lo o

RECRUIT AND SELECTION

A Y] & & F G F T o G

DHHS/MAT OMAL INSTITUTES OF HEALTH

Human Resourees
Fartners in Sclance

Readvertise Joh

DEU Cert Humber

HHS/MIH-2004-3888

092004 Date DEU Cert Reqgst'd

087292004 DEU Request Humber
Date DEU Cert Issued

Date DEU to Select. Official
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancellaion Date
Cancellation Date

Date QH Cert Issued

EOQD Date

Multidisciplinary Pos.

NIH 2028 Req. for Travel
Date of HR. Auth. of 2028

03/07iz004

Date Pre-Recruit Form Rov'd

* Required fields

o=

"HHSIMIH-2004-8888-D1
09302004 \
1m
10/08/2004 '
10/06/2004

0orogrz004

12. Click “Partially Save” I} button to save this partial information and close the workitem.

RecrLIitkand Selection |

a Recruit & Selection Process - HR Speciaiist Announces Job/Issues Cert/Selection Rec'd - Microsofk Inks

ISend ta HRA vI C??
|




13. When certificate is returned by selecting official, job offer is made, and EOD is set, HR

Specialist opens Recruit & Selection action to retrieve and update the two-page input sheet.
(NOTE: These activites may need to be entered at different times to accurately reflect current status. If so,
repeat steps 10-12 above and update the relevant data fields as often as necessary.)

IMPORTANT: Immediately click on the “Enable Editing” Eh button, making
sure that the button is selected as shown in screenshot number 14 below.

On Page 1, complete data fields as appropriate for the type of action. This is an example of a
selection that results in a new career-conditional appointment under DEU procedures.

DHHE/NATIONAL INSTITUTES OF HEALTH

0 Office of
/ ITuman Resources

Partriers in Science

HR Specialist Announces Jobilssues Cert/Sele

TRANSACTION INFORMATION * Required fields

WIiTS #  AO's Email Address® Action Type* Date SF-52 Recv'd  Date Entered
3827 | sp47e@nin.oo Recruitment Selection - |l 09t 012004

Administrative Code* Institute/C enter Ormganization Initials Proposed Effective Date*

HR Assistant* RUCIREIEICII] | HR Speciaist” Porter, Sharon = HR SPA* Porter, Sharon =
Date Initiated Sent  [ELLA REEr Rl Date Initiaec/Sent [N  Piory  SE|

Date Returned to 10 _ Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION

Employee [D First Name M L ast Hame

I [ N
Pasition Title Pay Plan Series Grade Step Pay Bani Pay Cluster
Biologist o5 x| oant

Position Number [N o coe ] CAN* 38820808
TK Number® 11111 Base Salary 474212 Total Salary X

Certificate Type* [N -

NEW POSITION INFORMATION(Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

New Base Salary _ NewTutaISaIary_ LT B Jane Frank

ORIENTATION INFORMATION

L CSD Orientation _ Orientation Contact
Orientation m Contact Ken Kerr Pone Number 301-594-1462
Orientaon Date  EERFGAOF Duty Station Bethesda, MD Hire Type
Fingerprints
Reuired free 5]
COMMENTS
Comments/Status

it + New Pay New New Hew New Pay Hew Pay
New Position Titl
ew Position Title Planh Series Grade Step Band Cluster h




14. From Page 1, click on > to open and complete relevant certificate and selection data fields
on Page 2.

B@U:Ia@?@ﬁﬁ@f'sw =

DHHS/MATIOMAL INSTITUTES OF HEALTH

CO Office of
/ Human Resourees

Fartriarg in Science

RECRUIT AND SELECTION “ Required fields
Advertise Joh* m Reatvertise Job

Ann Number HHSIMIH-2004-8888 DEU Cert Humber HHSIMIH-2004-8888-D1
Date Ann Opened 041 ar2004 Date DEU Cert Reqst'd 093072004

Date Ann Closed 0952972004 DEU Request Number 101

Date to Select. Official Date DEU Cert Issued 100652004

Selection Date Date DEU to Select. Official 1060652004
Date Selection Rec'd in HR DEU Selection Date 101 EIIEDM\
Type of Selection Date DEU Cert Ret'd 1062002004 /

Selection Type DEU Cancellation Date
Job Offer Date 10i20/2004 Cancellation Date

Job Offer Response Date 10222004 Date QH Cert Issued

SF-75 Info Required EOQD Date
—
Date SF-75 Info Reqst'd Mukltidisciplinary Pos.

Date SF-75 Info Rec'd HIH 2028 Req. for Travel

HTE Date Date of HR Auth. of 2028
Date Pre-Recruit Form Sent  uiehirieduiE] Date Pre-Recruit Form Rov'd  JulsliETehiliF!

15. HR Specialist determines whether special pay process is necessary and follows either step

(P2

a” or step “b” below:

a. Ifthe case does not involve one or more special pays—ATM, 3Rs, PSP, and/or
PCA—skip the “Proceed to Pay Process” and instead forward action directly to HR

Assistant as follows: HR Specialist selects “Send to HRA” and clicks on fﬂ) to
forward the action to the HR Assistant for EHRP processing.

|send to HRA | dl,
I

OR
b. If the case does involve one or more special pays—ATM, 3Rs, PSP, and/or
PCA—HR Specialist selects “Proceed to Pay Process.” If not, skip this step. If so,

HR Specialist selects “Proceed to Pay Process” and clicks on E:?’ to retrieve the
Pay input sheet as shown in the ATM example below.

IF‘ru:n:eeu:I to Pay Process j C{b
1




From Page 1, click on ] to open and complete relevant Pay data fields on Page 2.

ma@v@www =

DHHSMATIOMAL INSTITUTES OF HEALTH

¥ 7

Office of
Human Resources

Fartrers in Sclence

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
(dolar)

Tota Compensation

Above the Minimum
(ATM}*

Amount of Increase
(percent)

Hew Total
Compenzation

Date to SPT

Date Returned
From SPT

ATM Step Date ATM Initiated

1002072004

ATMApproved Date ATM Approved  [RINbECZNIE)

Retention Bonus
HTE Date
Retention Bonus
Approval Date
Recnitment B onus
Approval Date
Redocation Allow
Approval Date

Dateto HCC

IR= Retention Bonus Amt

Retention Bonus
Approved
Recnitment Bonus
Approved
Redocation Allow
Approved

Date Returned From
HR. Director

Hew Retention
Bonus
Recruitment B onus
Amt

Relocation
Allowance Amt

DatetoHR Drector

DateRetumned From
[

Physician Special
Pay*

PSP Start Date

Scarce Speciaty Amt Geo Location Pay

PSP Stop Date Length of Service

Executive Position Exceptional Quals FT Status

Board Cert1 Board Cert 2 PSP Approved

PSP Approval Date

PCA® PCA Start Date PCA Stop Date

Hew Physician Comp
Allowance

PCA Approved

PCA Contract Length PCA Annual Amt

Mission Specific
Allowance

PCA Approval Date

HR Specialist selects “Submif’ and clicks on C?’ to return the action back to the
Recruit & Selection process in the HR Specialist’s worklist.

34

HR Specialist immediately opens Recruit & Selection action to retrieve the two-page

| subrit

input sheet and selects “Send to HRA” and clicks on C?’ to forward the action to
the HR Assistant for EHRP processing.

04

|Send to HrA



HR ASSISTANT

16. HR Assistant receives e-mail or WiTS pop-up notification of new workitem.

17. HR Assistant opens Recruit & Selection action to retrieve, review, and complete all
remaining data fields relevant to this action on Page 1 of the input sheet as necessary.

DHHE/MATIOMAL INSTITUTES OF HEALTH

0 Office of
/ ITuman Resources

Partrers in Science

HRA processes EHRP action

TRANSACTION INFORMATION * Required fields
WIiTS #  A0's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

3827 sp4Te@nin.gov Recruitment /Selection || 081 0iz004

Administrative Code* Institute/C enter Organization Initials Proposeil Effective Date*

HR Assistant* Forter, Sharon = NN E T & Forter, Sharon = HR SPA* Forter, Sharon =

Date Initiated/Sent Date InitigediSent [N Frioiity
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Emplovee ID First Hame Mi L ast Hame

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Binlogist 0401
Position Number ekl Job Code 24680 CAN* a88a8888
Total Salary LX)

TK Number* 11111 Base Salary 474322

Certificate Type* [WISV -

HEW POSITION INFORMATION (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

MNew Position Title New Pay New New New New Pay New Pay
Plan Series Grade Step Band Cluster

ORIENTATION INFORMATION

. m| C5D Orientation Orientation Contact cad.
On-entdmn Contact Ken Kerr Phone Number 301-594-1462
Orientaton Date 1101 462004 Duty Station Bethesda, MD Hire Type [KEl
Fingerprints
Required fres =l
COMMENTS

CommentsiStatus




18. From Page 1, click on [ to open Page 2 of the input sheet.

19. On Page 2, HR Assistant reviews and completes any relevant data fields in the Recruit &
Selection section of the input sheet and processes action in EHRP.

N\
i ORI

HE FGP PV > G

DHHSMATIONAL INSTITUTES OF HEALTH

0}1{ / Office of

Human Resourees
Faritrers in Sciance

* Required fields

RECRUIT AND SELECTION

Advertise Joh* Readvertise Joh
HHSIMIH-2004-8888
08152004

09r2972004

DEU Cert Number HHS/MIH-2004-3888-D1
Date DEU Cert Reqst'd 0953062004

DEU Request Humber 101

10f062004

Ann Humber

Date Ann Opened

Date Ann Closed

Date to Select. Official Date DEU Cert Issued

Selection Date

Date Selection Rec'd in HR

Type of Selection

Selection Type

Joh Offer Date

Joh Offer Response Date
SF-75 Info Required
Date SF-75 Info Reqst'd
Date SF-75 Info Rec'd
NTE Date

Date Pre-Recruit Form Sent

20. HR Assistant selects “Send to SPA” and clicks on d}, to forward Recruit & Selection

action to the SPA.

Cormpetitive j

CareeriCarear Cond Appt j

102052004

102212004

09i07i2004

fsend to P

¢

Date DEU to Select. Official
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancellation Date
Cancellation D ate

Date OH Cert Issued

EOD Date

Multidisciplinary Pos.

NIH 2028 Req. for Travel
Date of HR. Auth. of 2028
Date Pre-Recruit Form Row'd

10/06/2004

100192004

102002004

11142004

09082004




SPA
21. SPA receives e-mail or WiTS pop-up notification of new workitem.

22. SPA reviews pages 1 and 2 and enters the Effective Date (and PSP/PCA dates if appropriate)
on page 3 of the Recruit & Selection input sheet.

On Page 1 s SPA reviews Transaction Information, Current Employee/
Position Information, New Position Information, and Orientation Information sections
of the Recruit & Selection input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

C?ﬁﬁ lL-}ITn:iea;fResources

Fariners in Science

SPA Finalizes EHRP Action

TRANSACTION INFORMATION = Reguired fields

WITS # AO's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

3827 sp47ed@nih.aoy Recruitrment fSelection ~ I 0971 0/2004 0941072004 13 24:058

Administrative Code * InstitutesCenter Organization Initials Proposed Effective Date*

HPrAR 4 OHR 1150172004

HR Assistant® Farter, Sharan | HR Specidist* Farter, Sharon - HR SPA * FPorter, Sharon >
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Employee ID First Name MI L ast Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Position Number  gelukiifeiu] Job Code 24680 CAN* 284988388
TH Number* 11111 Base Salary 47422 Total Salary [EE¥]]

HEW POSITION INFORMATIOM (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

sgi - New Pay Mew HNew HNew New Pay Mew Pay
N Posit Titl
ewtosition Title Plan Series Grade Step Band Cluster

S =R —p— wice

ORIENTATION INFORMATION
_ e CSD Orientation _ Orientation Contact _ _

Orientation _I Contact Eenlen; Phone Humber SRR Filf o

Orientaton Date 1111 4/2004 Duty Station Bethasda, MD Hire Type [RELS

Fingerprints

Required Jres =

COMMENTS

CommentsiStatus

CLASSIFICATION
Standard QC PD Position Audited

Pos. Audit Start Date Pos. Audit Type

Pos. Audit End Date Date Class Started

Date of Class. Allocation Date Class Completed

Date Position Number Reqgst'd Date Job Code Requested

Date Position Number Rec'd Date Jobh Code Received

HNew Position Humber HNew Job code

RETURN TO DUTY




On Page 2 4230 __ SPA reviews Recruit and Selection section of the Recruit &
Selection input sheet.

DHHSMATIONAL INSTITUTES OF HEALTH

0% E H?J.qn:uea;f Resources

Fartnecs in Scierce
RECRUIT AND SELECTION
Advertise Job Readvertise .Joh
Ann Humber HHSIMIH-2004-3583 DEU Cert Number HHS/MIH-2004-23583-01

Date Ann Opened 09/14ai2004 Date DEU Cert Reqgst'd 0ar30/2004
Date Ann Closed 09r295r2004 DEU Request Humber 101

Date to Select. Official Date DEU Cert Issued 10/06/2004
Selection Date Date DEU to Select. Officid TOER2004
Date Selection Rec'd in HR DEU Selection Date 101192004
Type of Selection Competitive Date DEU Cert Ret'd 10820r2004
Selection Type CareatfCareer Cond Appt DEU Cancellation Date

Joh Offer Date 1002002004 Cancellation D ate

Job Offer Response Date 107222004 Date QOH Cent Issued
SF -75 Info Required EQD Date 11011452004

Date SF-75 Info Reqgst'd Multidisciplinary Pos.

Date SF-75 Info Rec'd NIH 2022 Regq. for Travel m

NTE Date Date of HR Auth. of 2028
Date Pre-Recruit Form Sent  uishiEgelilnk] Date Pre-Recruit Form Rov'd  QiERiEiehliE}

Priority Placement Special Saary Rate 1

AWARDS

Award Type Award Amount

Justification Hominating IC

Individual!Group Award Period Start Date

Group Recipients Award Period End Date

CAREER CHANGE

corce hngo e NS roecon o rone | 7 v
Career Change EOD
——— B

RESIGNATION

Type of Separation Date to ER Office

Date of Resignation

Reason for
Resignation

F ederal Benefits m Benefits Type

Date Exit Survey
Info Sent

CRS Conversion

T42 CRS INFORMATIOHN (FOR CLINICAL CENTER ONL

Type

T42CRS NTE Date



On Page 3 b SPA reviews Pay section (only applicable if ATM, 3Rs, PSP and/or
PCA apply to this action) of the Recruit & Selection input sheet.

SPA enters Effective Date (and PSP/PCA dates if applicable) in SPA Action Processing
section of the Recruit & Selection input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

? Office of
C? / [Tuman Resources

Fartners in Science

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
{percent)

Hew Total
Compensation

Amount of Increase
(dolar)

Dateto SPT

Date Retumed
From SPT

Date ATM Inkiated 102002004

Total Compensation

Above the Minimum
(AT

ATM Approved

ATM Step
bd| Date ATM Approved 1052052004

“

Retention B onus
HTE Date
Retention B onus
Approval Date
Recrnutment B onus
Approval Date
Relocation Bonus
Approval Date

Dateto HOC

Retention Bonus Amt

Retention Bonus
Approved
Recnutment Bonus
Approved
Relocation Bonus
Approved

Date Retumed From
HR Director

IRs

Hew Retention
Bonus
Recruitment Bonus
Armt

Relocation
Allowance Amt
Dateto HR Director

Date Retumed From
HCC

Physician Special
Pay

PSP Start Date

Scarce Specialty Amt Gen Location Pay

PSP Stop Date Length of Semvice

E xecutive Position Exceptional Guals FT Status

Board Cert1 Board Cert 2 PSP Approved

PSP Approval Date

PCA

Hew Physician Comp
Allowance

PCA Approved

PCA Start Date PCA Stop D ate

PCA Contract Length PCA Annual Amt

PCA Approval Date

CHANGE IN SCHEDULE/HOURS

tourcrouyoa | vour of Duty New N o crcrts Aectod
sorererroyrocs I o "~ [

aild Hew

prrizey, I oceocrcter I o
Humber Requested Humber Received Humber

LWOP

ER Related ‘ F ederal Benefits ‘ Benefits Type
vwor nTepae [

SPA PROCESSING

Effective Date* 111 42004

SPA PSP Start Date

SPA PSP Stop Date

SPA PCA Start Date

SPA PCA Stop Date

23. SPA selects “Action Completed” and clicks on Cﬂ’ to complete the WiTS Recruit &
Selection action to move it from the Active to the Archived bizcove.

| I.ﬁ.n:tin:-n Compleked j C_'_‘S
]



